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REG0&8&8BATIQSS 

A careful analyst* of tbs Records Control Schedule prepared in the Office 
of the Comptroller Indicates sons areas where possible lapro ve a e n t s could be 
©ode in the Records Memgeoeai Program* As m result the following recoaoendations 
are subaitted for your consideration! 

1 . THAT THE ntSPOBITICH ISSSROCTIOI^ OF WZ RECORDS CO NTROL SCHEDULE M RE- 
EXAMINED AND CONSIDERATION GIVEN TO A SEDUCTION IS THE RETENTIOH HR10DS. 

The retention periods proposed on the record# control sebsdule were ten- 
tatively agreed to by the Records ttsuagewent Staff to hasten prepa ration and 
to perslt the Imswdiste application of tbs schedule. However consideration 
should be given to a reduction in the retention periods to bring the® is closer 
eonforaity with the standards estabi ished by General Services Adainistration 
for sleilar type records. A list of 4 tees containing suggested retention periods 
Is attached for your consideration. 

2 . THAT PROCEDURES HE ESTABLISHED m< COUOTING AND CCMPI LUG STATISTICAL 
IIFOISSATIOK TO MEASURE THE EPPECTTViaCESS OF THE OFFICE OF COMPTROLLER RECORDS 

DispoerrioN program. 

In addition to the s»ny intangible benefits derived free a records oanege- 
«nt prograa, there are substantial accowplishoeats that can be measured in 
dollar savings. To measure such benefits procedures shout'd be established to 
collect and compile the following i rtf' onset Ion annua Llyj 

a. Volume (cu.ft.) of records on hand at beginning of reporting 
period, 

’o» Vclur* (cu.ft.) of records transferred to the Record# Center 
during reporting period. 

c. Volume (cu.ft.) of records destroyed during the reporting 
period. 

d. Volume (cu.ft.) of records on hand at end of the reporting 
period. 

This information oust be collected annually by the Mamipnesst Staff for use as 
an aid is measuring and reporting 13* effectiveness of the .Agency Records 
MBmgeeerrt Progress. A attested draft of tbs type of notice that aay be- issued 
to components- within the Office of the Coeptrollsr is attached . 


3. THAT THE RECORDS CONTROL SCHEDULE BE REVIEWED ANNUALLY TO EFFECT CHANGES 
NECESSARY TO MAINTAIN THE CURRENT Bl'ATUS OF THE SCHEDULE. 


'a* records of an organisation reflect the function it perform and as 
these functions change the schedule rust be revised accordingly. Records series 
which have been discontinued and either retired or destroyed should be dropped 
from the schedule, Retention periods should be reduced on certain item after 
experience has shown that the item were over evaluated on the initial schedule. 
Therefore, in order las ealntain an active and current records disposition 
pr og ram, the records control schedule isust be reviewed annually and brought up 
to date. 
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? 4. THAT THE RECORDS KMtAGEl©?? STAFF ASSIST YOU IS HBMX2.TSB THE A®$CY »TIJ» 
SYJ3TEM AS A PILOT FILE IH QSE SP TM AS©, TF ACCEPTABLE, ©£TStl> THF 

sianat to coyer all tmmxBBR/wvm m mmsmsf files Tgiou&noai the office, 

11i« syateas of filing ere varied, 'but for tbs «©*t part- records ore under 
«»e sub,Jeet arrangement. The Agency Isa a adopted a su bject .nmacri** system 
for as iatenawse of this type of file .see I item*! book for Sublet 
filing* and with certain codifications, cOWLd be adapted to eeet the needs of 
the Office of Comptroller. By inatal ling this eystee thrrmghottt the Office 
benefits trill accrue to present as tie LI as future adsi nist.ru tor# through such 
standardisation. It will provide a file guide usable by all personae! and 
lessen dependence on a few file clerks to locate papers when they are needed. 
All new clerical personnel awaiting c leerance, in the Interim Assignment Branch 
of the Personnel Office are given a turning course in the subject numeric 
syateo . 

3* THAT TEE RECmBS AT YMICUS LEVEL! RSLATISO TO POLICY,, PLAEHSD ASD ORCAfUEA 
TKW FCWCTIO SS m REVIEWED WITH A Tiff TO cmmtjmTXm ALL POLICY MATERIAL 
IK A CESTPAL Fit £, 

A renew of the schedule reveals that this arterial in being maintained in 
various areas. In the beat interests of good raansgeraent and of the Office of 
The Comptroller it Is desirable that this material be brought together end 
placed in on# file series. This will result ia a complete documentation of the 
history and organization of the Office of the Comptroller and relieve other 
areas from responsibility of Maintaining their files on a perse nect basis. 

The plan would also be in etmforwanee with record keeping practices in other 
offices of the Agency, 
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